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Submitting W-2's and G-1003 Annual Reports

There are three options to submit W-2's and G-1003 Annual Reports to DOR:

e Upload a File
e Import a File
e Manual Entry

NOTE: W-2's and G1003 must be submitted using the same option. If you use the
upload process for the W-2s, then you must also create and use the upload
process for the G1003. Refer to How to Create a CSV document on
dor.georgia.gov for instructions on creating the file.

Upload a File

Upload G1003:

Create a text (.TXT) file in a Notepad document for upload. To open a Notepad
document:

e Right click on your desktop, Select New Text Document, Double-click on

icon to open
Or

e Click the Start button, Select All Programs, Select Accessories, Select
Notepad

¢ Use the below format in Notepad only, replacing the examples with your
data. The color codes are a guide for you to identify the data that is
required

2012-12-31,0,0,0, ,1234567AA,2013-02-28,2012,0,0,0.00,0.00

Tax period end

Software Id

Software Version

Amended Return Indicator (Entering “1” indicates an amended return)

GA W/H#

Due date

Tax year

No GA Tax
Number of forms
GA taxable wages
GA tax withheld
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https://dor.georgia.gov/sites/dor.georgia.gov/files/related_files/document/Register_Account_and_Submit_CSV_Withholding_Return_11_15_2013_Revision.pdf
http://dor.georgia.gov/
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e To upload the file:

o Click the Upload File hyperlink under the | Want To section on the right

| WANT TO... Profile

Make Multiple Payments

Submit Documentation

Submit Power of Attorney

Transfer Tax Credit

Add Access to Another Account
¥~ Upload File

Register New Tax Account

Update Officers

Manage NAICS Codes

o From the upload prompt, select Option 5: G1003 CSV File Upload

Select a file to attach

I

Type

01. Filing Frequency CSV

Descnption 02. CSV Payment File

- 04. G7 CSV File Upload

——- 05. G1003 CSV File Upload

—— 106. 1099 (Pub 1220 Format)

[ 07. 1099 CSV File Upload

08. W2 CSV File Upload

09. W2 (EFW-2 Format)

10. W2C CSV File Upload
11. W2C (EFW2C Format)
12. XML ST3 File Upload

13. XML MFD-04 File Upload

14. XML MFR-21 File Upload

NOTE: a .TXT file is compatible to a .CSV file in GTC; therefore, select the G1003
CSV File Upload option to upload a .TXT file
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Submitting W-2's and G-1003 Annual Reports

Upload W-2:

e |If you created your W-2's using the federal format, select Option 9: W2
(EFW-2 Format) from the upload prompt in GTC.

‘( Select a file to attach x

Type

01. Filing Frequency CSV
Description 02. CSV Payment File

04. G7 CSV File Upload
| 05. G1003 CSV File Upload

06. 1099 (Pub 1220 Format)
07. 1099 CSV File Upload
08. W2 CSV File Upload
m——- 09 W2 (EFW-2 Format)
~—|10. W2C CSV File Upload
11. W2C (EFW2C Format)
T 1> XML ST3 File Upload
13. XML MFD-04 File Upload
14. XML MFR-21 File Upload

e Select Option 8: W2 CSV file Upload if you created our W-2's as a CSV.

Upload 1099s

e To upload 1099 in Federal Format, select Option 6: 1099 (Pub 1220 Format)
from the upload prompt

e Select Option 7: CSV File Upload if you created your 1099 as a CSV file
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Import a File

Note: Not recommended for more than 25 files. Refer to the Federal Format

upload process.

e Select the applicable period and click the File Return hyperlink to open the

G1003

e Click the Import button at the top of the page to receive the prompt to
choose your file

Submitting W-2's and G-1003 Annual Reports

G-1003 Income Statement

Amended Return

Domestic Employer with no

GA Tax Withheld

Form Type

W2 FormType [] G2-A [| 1099

Georgia Taxable Wages
Georgia Tax Withheld
Total Form Count

Add W2 - Click here
Add 1099 - Click here

Add G2A - Click here
Add G2FL - Click here

O
O

0.00

0.00

0

Required

[ G2-FL [] w2 Gorrected Form Type

7 Required |
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Save and finish later

Click here to view form instructions
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Import Submit Save and finish later Cancel

G-1003 Income Statement Click here to view form instructions

Amended Return D
Domestic Employer with no |:|

GA Tax Withheld
Form Type
W2FormType [] G2-A [] 1099 [] G2-FL [] W2 Corrected Form Type []

Georgia Taxable Wages 0.00

Georgia Tax Withheld

Total Form Count

Add W2 - Click here

Add 1099 - Click here

Add G2A - Click here

Add G2FL - Click here

Manual Entry

Note: Not recommended for more than 25 files. Refer to the Federal Format
upload process.

Choose the “Click here” hyperlink for the type of form you want to enter

Georgia Department of Revenue |06/8/2015



® georgia

tax center

Submitting W-2's and G-1003 Annual Reports

~A W

I « G1003

Iimport

G-1003 Income Statement

Amended Return O
Domestic Employer withno  []
GA Tax Withheld

Form Type

wW2FomType [] G2A [J 1000 [] G2FL []

Georgia Taxable Wages ! 000
Georgia Tax Withheld | O 00
Total Form Count 0

[}
r
- Add W2 - Ciick hore Roquired
/r’ Add 1099 - Click here
Add G2A - Click hera

Add G2FL - Click here

Department of Revenue | Trucking Portal | Frequently Asked ¢
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Submit

WYL FUIT N
' Corrected
SSN

First Name

Middie Initial

Last Name

Street 1

Street 2

City

State

2P

Federal Wages, Tips, Other
Federal Tax Withheld

Social Security Wages

Social Security Withheld
Medicare Wages and Tips
Medicare Tax Withheld

State

Georgia State Wages, Tips, Et
Georgia State Income Tax
Other State

Other State Wages, Tips, Etc
Other State Income Tax

l Save and finish later l

Cancel

v

K10%

e Begin entering your data this open a second record until all records are

entered.

¢ When finished entering all records, click the OK button to continue the

process. Click Submit.
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